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ﬁHILDREN“ﬂwﬁﬁﬂ?ICESW CEILDREN!S INCOME AND DISBURSEMENT SYSTEM

(XIDS) INCOME ENTRY FORM (CS-RIDS-1)

PURPOEE:

The CS~KIDS-1 is used to record and enter outside income in
the Children's Income and Disbursement System (KIDS) for
children in Alternative Cars whe are in the custody of the
Division of Family Services (DFS). Types of income include:
Supplemental Security Income (&8I, Social Security (CASDI),
Child Suppert, Vetarans Benefits, State and Federal Tax
Tntercepts, lump sum payments designated for use by the c¢hild,
and other sources of Iincone. While in the custody of DFS,
this income will bhe. used to supplement the costs of
maintaining a child in Alternmative Care.

NUMBER OF COPIES AND DISTRIBUTION:

e CS-KIDS-1 is a five (S) copy self carboning form.
ITncome may be received through a central office post office
box, by DBF whe will complete the CS-KIDS-1 and enter the
income inte KIDS. This includes Child Support that is sent
direchly . to DBEF., DRF staff will be responsible for
maintaining at least one (1) copy of the form for five (3)
vears for auditing purposes.

HOTE: For OASDI and 551 income a tape mwmatch
will be generated between the Soclal Sacurity
‘Administration, the Treasures Office, the Division
‘of Budget and Finance and the Division of Family .
 Servicas for depesit into KIDS.

cocasionally, income will be received in the DFS county
office. When this oeccurs, County staff should complete the
Cg=-KIDS~1. County staff sheuld retain the fifth copy
(geldenrod) and mail all other coples to DBF. The address to
forward the CS-KIDS-1 to (with income attached) is: bivisian
of Budget and Finance, Post QfFfice Box 3536, Jefferson City,
MO 63103

Cca-XIPS-1 forme should be completed daily, as income is
received. Staff should never maintain income for mere than
one (1) day. :



INSTRUCTICONS FOR COMPLETION:

The CS5-KIDS-1 contalns space for up to twaelve (12) income
lines. Additienal CS~KIDS~-1 forms should ke used as nesded as
income is received.

An asterisk (%) indicatezs filelds that should not be completed
by staff.

Line Number - This number is not sntersd but is listed on the
CS-KIDS~1 form as a reference. Each line represents incoms
received for an individual. The form <an accept up to twelve
{12) lines of incomne informaticn per form., Use additional CS-
KIDS-1 forms as needed.

If a single check/cash payment is received but is designated
for more than one child (ie., child support check for two (2}
children), indicate the amount of Iincome designated for each
child on individual line numbers, '

* Batch MWumber: This is a seven (7)) digit field assigned
by DBF staff upon receipt of the ferm in central office.
The number consists of the two {2) digit fiscal vear, the
three (3} digit Julian calendar date and a twe (2) digit
secuential number {ie., 54110538).

NOTE: The batch and line number are used in KIDS to
reference the receipt of income for the client.
The number is displayed in the Reference Number
field of the KIDS Client History screen (enter
ZRID follawed by the eight (8) digit DCN, ie.,
ZERID 11223344).

1. DCN: Enter the eight {8} digit Departmental Client
Number for the c¢lient on the form. A DCN must be entersd
on the C8~KIDS-1 for each client for whom income has been
received. If the DCN iz entered incorrectly on The form,
the income will bhe credited to an incorrsct accocount.
Staff should review the child's account in  KIDS
pericdically to assure that the income has heen received
and postad correctly. If discrepancies ocgur, contact
CPAY to resclve the problem.
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2. 8cgial Securityv HNumber: Enter the client's nine (8)
digit -sccial security number. If the social security
numbear is not known, leave this field klank.

HOTE: ITf a elient in Alternative Cares does not have a
vallid Social Security numbear, it is the
rasponsibility of the Case Manager to apply for
the number through the local Sogial Security
office. The Saocial Security number is needed for
aach client who recelves interest on the income
posted to his/her account for the Internal Revenue
Service {LIES).

DEF USE ONIY: These fields are completed only by staff.

3, Client's Name: Enter the client's full name on the form.
This information 1s not entered by DBF staff but is
displaved after the batch information has been entered
hased on the DCN entered on the form. The displaysd name
must watch the namne entered on the XKIDS-1 form.

NOTE: If the name displayed from the DCN in KIDS and
' the name entered on the form do not match, the
DEF data entry operator will place the income
into & helding account. It will be the
responsibility of the Children's Services
Payment Unit (CPAY) to identify the name and
DeN for income placed into the holding accoaunt.
CcPaY will contact the county office in an
attempt to identify the income,
This process will delay the resceipt of incone
by  the client. For this reason, L1f _is
important to enter the correct DCN, Name and
semial Security number for each income line on
the form.
4. Income Source: This is a two (2) digit f£field. Enter the

income source that is appropriate for every source of
income received (ie., enter 03 for SSI income in this
fisld}.

Income sources designated with one (*) or two (* *) or
three (% * * } asterisks should not be entered on the CS5-
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KIDS~1 by staff.

only DBF staff will use income sources identified with an
(*)., However, these income sources will bhe displayed on
the ZKID screen.

sa2ff ghall not use codes designated with two asterisks
(**), These codes will be disgplaved on the ZKID screen
and reflect automatic postings/corrections of Child
Suppert Income to KIDS.

Staff shall not use codes designated with three asterisks
(*%%) ., These codes will bpe displayed on the ZKID screen
and reflect automatic bank postings of Social Security

(0ASDI) and Supplemental Security Inceme (S5I) income to
KIDS.

The income sources are as Lollows:

81 - Child Support - Use this code when the county
recaives child support payments and needs te
farward to DRF for entry in KIDS. See Income
Scurce -Code 17 (Automated Child  Support
Fnforcement Trangaction) for automatic Child
Support deposits.

gz - Sogial Security (OASRIL]

03 « Supplenental Security Income (S8T}

04 - Veteran's Assistance

05 - Railroad Retirement Benefits

06 = Inheritance

07 - Federal Tncome Tax Intercept

08 -~ State Income Tax Intercept

0% - State Lottery Intercapt

10 - Other -~ Use this code i1f the source of the
income cannot be determined.

* 11 - Outlawed Checks = This code 1s used by DBY
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graff for checks lissued by the state of Missouri
aver twelve {(12) months ago as they are no longer
valid., The outlawed check could be a check written
in the Children's Services Integrated Payment System
{(CSIPS), or a KIDS-2 check written for a client who
nas left alternative care.

Upon notification that the state issued check is no
longer wvalid, DBF staff will use a CS-KIDS-1 to
anter this income source for each client identifiied
o the outlawed check. This action in KIDS will
eredit the account of the client whose income was
uged to oreate the check.

12 - Capnceled Checks - This code ig used by DEBEF
araff to indicate a state issued check has been
canceled. DBRF staff will cancel a state issued
check upon notification f£rom DFS that the check
should not be cashed. After the ¢check has been
canceled, DBF staff will use this income source code
em credit the appropriate child's KIDS account.

13 - CSIPS Credit Adjustment - This code is used by
NEF staff to return income to an account in KIDS
from a CSIPS check which resulted in an overpayment
o an Alternatvive Care provider. An overpayment can
be recavered from a provider using two (2) methods:
A check deduction through CSIPS if pending payments
will osccur in the near future, or the provider can
send a check to DBF Ffor the amount of the
overpayment.

Whenever a provider sends a check to DBEF to correct
an overpayment, the check will be forwarded to CPRY
who will determine the amcount of the overpayment.
ePAY will advise DBF of the amount for each client
where XIDS funds were used, and the amount willl be
entared using a CS~KIDS-L1. This acticn will credit
the aceount in KIDS for each client whose external
income was used in the overpayment.

DBF USE CONLY: These fields are completed only by DBF

staff.

Check deducticns will continue to appear on-
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line using the ZPAY (CSIPS Payroll History
Screen). If a client's outside income was used
from KIDS to pay for the overpayment, CPAY will
determine the amount and request a transfer of
funds by DBF. The transfer will c<redit the
aceount  in  KIDS  for the amcunt of the
overpayment. :

14 - TInsufficient Checks ~ This code is used by DEF
staff to indicate that a previously deposited check
is being returned due to insufficlent funds (bounced
check) . Upon notification from the Treasurer's
Qffice, DBF staff will complete a CS-KIDS-1 using
the Batch and line number for the check as it was.
originally entered into XIDS. This action will
reduce the client's account by the amount of the
bounced check.

DBF will notify CPAY that the check in guestion has
been returned dus to insufficient funds. CPAY will
attempt te contact the payee of the check in order
to make <the check good. County staff may be
contacted by CPAY to assist in locating the payee,
if necessary.

NOTE: . In some cases the income from the check
may have already been used for other
expenses leaving a zerc (0) balance in the
acoaunt (l=., payroll expense). If this
pocurs, the insufficient funds transaction
entered by DBF staff may cause the child's
KIDS account to show a negative amount.

The client's balance will be brought up to
a positive amcunt when hisf/her next
outzide income c¢heck has been entersd into
RIDS. However, if no morse income 1is
expected to be received within the next
few months and the client will bhe leaving
Alternative Care shortly, contact CPAY for
agsistancsa.

15 = Interest Income - This income sQurce is
displaved fur each account where Interest has been
posted. Upen mnetification from the Treasurer's
Office, DBF staff will enter the entire interest
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earned amount for all accounts in KIDS. After

vernight processing, KIDS will post interest Lo all
active, identified accounts. The intersst amount
For each account will be displayed on the ZXID
srreen wWith an income scurce of 15.

nET USE ONLY: These fields are completed only by
DEF staff.

18 = Interest Removed ~ This income source is
displayed whenever Iinterest, which was originally
posted te KIDS, has been removed due to an error in
Prhe amount of interest which was originally entered.

17 = Automated Child Support Enforcement (CSE)
Transacticn - This code will reflect the automated
posting of child suppaert payments into the KIDS
goccount.

28 -~ Automated Child Support Enforcement (CSE)
Corraction = This code will reflect a reduction of
imcome as a result of a correction, e.g. WONey
rested £o an incorrect account. This will always be
displaysd as a negative amount.

19 -~ Autcmated Internal Revenue Sarvice (IRS)
adijustment - This code will reflect a correction of
rhe XIDS account as a result of a child support IRS
tax intercept which resulted in an overpayment of

onild support. This will always be displayed as a

negative amount on the ZKID screen.

@2 = Bank OQASDI. This code will reflect the
sutomated posting of OASDI benfits into the KIL3S
ACCOUNE.

33 - Bapk S8I. This c¢ode will reflect the autonated
posting of SSI kenfits inte the KIDS account.

49 - conversion -~ This code identifies income that
was entersd inte KIDS indtially for conversion to
the autcnated systen.

Amound s This is a seven (7) digit field. Enter the
amount of income received for the client. Each incone
source must be antered on a separate line.
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10.

Paver Name/Address: Enter The name and address of the
payer for each line of income entered on the form. This
information is not entered into the system but will help
CPAY identify the source of the payer when the DCN or the
Social Security number contalns errors.

. metal Amourt: Enter the total ameount of income on the

form.

Remarks: Enter any remarks necessary tcoc identify the
income attached to the form. This fileld is not entered
inte the system and should be used to indicate notes,
exceptions concerning the KIDS-1 form.

DBF USE ONLY: These fields are completed only by DBF
staff. '

Staff will neot use these codes. These codes will be
displayed on ZKID and reflect automatic postings/
corrections of child support income to XIDS.

Staff will not use these codes. These codés will be
displayed on ZKID and reflect automatlic postings of S5I
and OASDI income to KIDS.

FIPS County Code: Fntar the FIPS County Code of the
County submitting the CS~-KIDS~1.

County Name: fnter the county name of the cgounty
submitting the C5~-KIDS-1.

Prepared By: Enter the signature of the person and date
on which the form was completed and the signaturs of the
county Diresctor/Designee and the date on which the form
was reviewed prior to mailing to DBF. This information
is not entared into KIDE but is used as a reference for
DBF staff and CPAY.

INSTRUCTIONS FOR _RETENTION:

2 copy of the completed CS-RIDS-1 must be maintalined in the
county office for a period of five (5) years.

MEMORANDUM HISTORY: CS8%9~47, C8S50-22, CS93-29, C593-33
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CS=FINDS~1 INCOME SCURCES

- OARSDL

- Inheritance

= Ohhar

Transaction

Corrention

- Bank OASDI

- Rank 88T

cthild Support

srate Lottery Intercept

Outlawad Checks
cancelad Checks

rsTRs Credit Adjustment
nsufficient Funds
Interest Inccme
Interest Removed

automated Child Support

automated Child Support

supplemental Security Income (SSI}
veteran's Assistance (VA}

nailroad Retirement Benefits

Federal Income Tax Intercept

geate Income Tax Intercapt

Enforcement (CSE)

enforcement (CSE)

' 4g - Automated Internal Revenue (IRS) Adjustment

CS-KIDS—1
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® These Income Sources are entered by Division of PBudget F
and Finance stafif only. i

ik These Income Scurces are displayed con ZKID and reflect
automatic postings/corrections of child support income to
KIDS, Staff will nct use these codes.

x%* These Income Sources are displaved on ZKID and reflect

automatic posting of Sccial Security (OASDI, 8§8I) income
te KIDS. Staff will not use these codes,

i
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